Web Work User’s Manual

Inventory Module

The Inventory module is used to record and track inventory and storeroom information. This Chapter
describes how to use the Web Work, Inventory module.
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1.1  Overview of the Inventory Module

The Inventory module is where inventory items are entered into the Web Work system, where storerooms
are setup and where inventory is assigned to storerooms.

Click on the INVENTORY button on the left hand side of the screen to access the
Inventory module.

When you enter the Inventory module you will be in Query mode as shown in the screen pictured below:
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The OPERATIONS @ 2@reraTioMs RESOURCES @ RESOURGES TOOLS @ T22L® and HELP
@ HELF drop down menus contain the various features available in the Inventory module.

@ Web Work includes “help files” for all field names. To access these help files, click on the field
name. A popup window will open displaying help for the field selected.
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2.1 Adding Items to Inventory

The inventory module is used to record and track inventory. Create an inventory record for all stock items
used by your organization.

To add a new inventory item;

» Click on the INVENTORY button to access the  Frendony hem Gy E

Inventory module.

Fwtum lem

+ Click onthe @ rEraTioMs menuy to display the drop down Serch Spetibosbon:
Chescik Reqpsriad Bera
menu. Pl R Pes il
In5uing
* Select New Inventory Item from the drop down menu. T

When you are in Query mode and want to create a new inventory record, you can click on the
OPERATIONS menu and select New Inventory Item from the drop down menu or you can click on
the NEW button at the bottom right hand side of the screen to open the Inventory module in New
Mode.

A screen similar to the one pictured below will open:
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» Enter information into the fields displayed on the screen.
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Note: Item #, Description, Issue Unit and Vendor are the only required fields, all others are optional
fields.

When you enter a code into the vendor field the New Iltem Vendor screen will open as pictured
below:

3 New Item Yendor - Microsoft Inter... E||E|FZ|

New ltem Vendor

ttem # PR Enter the Vendor
Part #, this is the

vender “a\CME | nﬂ number the supplier
“endaor Part # | uses to identify this
part.

Purchase Unit ﬂ;‘

| | The Conv Factor is
Conv Factor | |< the number of issue
Cioted Price | | 32::5 in the purchase
[pet Purchase Unit) .
Discount | | 04

_save | c

The Item # and Vendor fields are populated by the Web Work system.

Enter the Vendor Part Number.

@ It is recommended that Vendor Part #'s are not used as Inventory Item Numbers in the Web Work

system. This will ensure you avoid duplication of items with the same part number and will also
avoid the need to change your inventory item # when a vendor changes their numbering system.

Enter the Purchase Unit or click on the QUERY button @ to select the purchase unit from the Web
Work database. IE: box, dozen, ton, etc.

Enter the Conv Factor. The conversion factor is the number of issue units of an inventory item that is
equivalent to one purchase unit of the same item.

Enter the Quoted Price per purchase unit.

Enter any applicable discount.

Click on the SAVE button | --E e A to save the vendor information and return to the main
screen of the inventory record.

Additional vendors can be setup for an inventory item. To add an additional vendor for an
@ inventory item see Adding Additional Vendors for an Inventory Item further on in this
manual.

Inventory
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e Click on the SAVE button | | to save the Inventory record.

You will then be in edit mode, you can edit the record, click on the NEW button
add another inventory item or continue working in the module of your choice.

3.1 Adding Additional Vendors for an Inventory ltem

Your organization may have a preferred vendor for an inventory item and also a number of additional
vendors for the item, in case the preferred vendor does not have the stock you require.

To add an additional vendor for an inventory item:

» Click on the INVENTORY button m to access the Inventory module.

« Click onthe @ 2FEraTIo NS menu to display the drop down menu.

* Locate and retrieve the applicable inventory record by RESOURCES
performing an inventory query. See Inventory Queries for Details
more information on performing inventory queries. Add To Stareroom

Specifications
+ Click onthe @ REsourcES menu and select Vendors from  |¥#here Used
the drop down menu.

e The inventory record will open in Vendors mode as pictured below:

(Mo Sonal J Gl [-F-S°F™ ¢
B Y Vs e & waERiEEE R B TaELE B HELF

] P B et

g = wE g Fa' e

B vwwioes (1wl 1

. Click on the NEW button |

« Enter information about the vendor.

* Click on the SAVE button |

Inventory
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The additional vendor will be displayed in the table on the lower half of the applicable inventory

record.

4.1

Duplicating Inventory Items

Instead of having to retype similar information for similar inventory items, you can create a duplicate
inventory records and edit the information for the new record as required.

To duplicate an inventory item:

* Click on the INVENTORY button

" IMNYEMTORY

» Locate and retrieve the applicable inventory record by performing an
inventory query. See Inventory Queries for more information on

performing inventory queries.

« Click onthe @ 8 ==maTiorMs menu to display the drop down menu.

» Select Duplicate Item from the drop down menu.

The Duplicate Inventory Item screen will open as pictured below:

2 Duplicate Inventory Item - Microso. .. |Z||E|E|

Duplicate Inventory ltem

Erter a neww iterm number to create 3 duplicate

of this inwventory item

Original ltem #:

Mew ltem #:

Storaroom:

IDUPLICATE | CANCEL |

TCWALWE

e« Enter a New Item #.

to access the Inventory module.

OFERATIONS
M Inweniory Bem
Irirmnbory' B ey

DCepded Misi

Frint Ssdecied Bems
Fahar bEm

Sparck Spechcaions
Creeck Reguesied Bains
Frint Raqpeest kst
HRiing

ShoEr G

» Enter a Storeroom or click on the QUERY button ﬂ;' to select a Storeroom from the Web Work
database. Note: the storeroom can be setup at a later date.

* Click on the DUPLICATE button !

DUPLICATE |

record in edit mode. Edit information as required.

* Click on the SAVE button ==

| to save the Inventory record.

! to duplicate the inventory item and open the new

7-27
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5.1 Inventory Specifications

Additional details about an inventory item can be added using the Specifications feature. You can later do
searches on location specifications to find locations with similar attributes.

Specifications are details pertaining to an inventory item.

5.1.1. Adding ltem Specifications

To add specifications for an inventory item:

e Click on the INVENTORY module m button to open the Inventory

module.

* You can either create and save a new inventory record and then add specifications to it or
you can do an inventory query to locate the applicable inventory record and then add
specifications to it. See Inventory queries for more information on inventory queries.

* Regardless of which method you choose, an inventory RESOURCES

record must be open before you can add specifications to it. Detailz
Addd To Stareroom

« Click onthe @ RESOUREES menu at the top of the screen | S=ElIEEIENE .h

and select Specifications from the drop down menu. ﬂ"::ésrgse“

e Click on the NEW Button at the bottom of the screen to open the Add Item
Specifications screen as pictured below:

_ i —T—
B éidd ltem SpecHications - Microsof Inlernet B, | = | rﬂ_l

Badld Isem Specificatisns

L 304
Al da =)
Pl
55
Wearoo 'l =]

» The Item field will fill in automatically with the Item ID. This is a read only field and cannot be
edited.

e Add an attribute.
 Add a value.

 Add a measure unit.

Inventory
8-27



Web Work User’s Manual

=i
» Click on the SAVE button to save the ltem Specifications and return to the item
specification screen.

5.1.2. Searching Specifications

The search specifications feature in Web Work permits you to query the Web Work database to locate
inventory records with similar specifications.

e Click on the INVENTORY button m to WFE BN TIOME

Hierey Imemnicey B
access the Inventory module. rssniony BeT, Gy

« Click onthe @ 2 ==rmaTiomMs menu to display the drop

Frdian f=n
down menu. "
o hascle P ched Bemin ]
. . Prol Recpa s Priial
» Select Search Specifications from the drop down menu. Iang

S B oA

The Search Specification screen as pictured below will open:

A Search Specification - Microsof... E”E|E|

Search the Specification for:

Attribate: All b

Cantaining Text: | |

» Select the Attribute by clicking on the down arrow E‘ and selecting the applicable attribute
from the list shown.

* Enter the selection criteria into the Contains Text field.

» Click on the SEARCH button. A table showing all inventory records containing the selected
specification will be displayed.

» Click on the check box beside the records you wish to retrieve or on Select All to retrieve all
the records containing the specified criteria.

e Click on the RETRIEVE button to retrieve the records.
The inventory records you have selected will appear on the screen. If you selected multiple

inventory records, when you retrieve them an arrow Hex: will appear on the bottom left hand
side of the screen. Click on this arrow to move from one inventory record to the next.

Inventory
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6.1 Deleting Inventory Items

Caution should be taken when deleting any records from the Web Work database. However, there may be
times when this necessary.

To delete an Inventory item:

P Frvaricry
* Click on the INVENTORY button m to T -
access the Inventory module. Patchaben L
Frirg Fascind Bara i

P b
e e S

* Locate and retrieve the inventory item you wish to delete. ek Facpasind hera
Friri Memear Pkl
By

« Click onthe @ 2rEraTiorME menuy to display the drop
down menu.

T R

» Select Delete Item from the drop down menu.

* A message box confirming you want to delete the item from all storerooms will be displayed.

Microsoft Internet Explorer,

\E‘.’r) Are you sure you wank to delete this item in all storerooms?

K ] [ Cancel

e Click on the OK button to confirm you want to delete the inventory item or on the CANCEL
button to cancel this operation and return to the inventory record.

7.1  Performing Inventory Queries

Find the Inventory records you are looking for quickly and easily using Web Work’s query by example
feature. For more information on Query by Example see the System Overview section of this manual.

To perform an Inventory item Query:

e Click on the INVENTORY button m to access the Inventory module.

*  When you enter the Inventory module you will be in query mode. If you have been working
in a different mode, click on the @ 2= =raTiorE menu at the top of the Inventory Screen
to display the drop down menu.

» Select Inventory Query from the menu.

e« The mode you are in is displayed at the bottom left hand side of the screen. (ie: query
mode)

» Enter selection criteria into any of the fields.

Inventory
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«  Click on the LOOKUP button E==t=ldla 1o display a list of the records, matching the

specified criteria.

E@ After you enter the criteria into the selected fields, you can hit the ENTER button on your

keyboard to open all records which match the specified criteria.

» To open any of these Inventory records click the selection box on the right hand side of the
aEEIicablil_nventory records in the table, and then click on the RETRIEVE button

at the bottom of the screen.

[@ Click on the column headers to sort the records in either ascending or descending order.

» The Inventory record will appear on the screen. If you selected multiple Inventory records,
when you retrieve them an arrow will appear on the bottom left hand side of the screen.

Click on this arrow Mext to move from one inventory record to the next.

E@ Comparison operators such as: <, >, null, not null and % - wild card can be used to further
define a query. See System Overview — Query By Example for more information.

8.1 Creating Storerooms

The Storeroom module is a sub module of the Inventory module. Access the Storeroom module by clicking

on the OPERATIONS menu and selecting Storeroom from the drop down menu.

To create a storeroom:

* Click on the INVENTORY button to

access the Inventory module.

« Click on the @ 2FEraTIo NS menu at the top of the
Inventory screen to display the drop down menu.

e Select Storeroom from the drop down menu.

Inventory from the drop down menu.

OPERATLONS
Pty el y B
Freibinry e ey
[opicmin Bur

[emiegs §ean

Frink Sadisibed B
R ke

Samith Specitalona
ek Feoqesded Bems
Frink Foespus st Fiokist
=T ]

When the Storeroom application is opened, the menu selections under OPERATIONS and
RESOURCES change. To return to Inventory click on the OPERATIONS menu and select
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*  The Storeroom module will open in query mode. OPERATIONS
) eyy Storeroom
« Click onthe @ ©=EmaTioME menu at the top of Storeroom Guery
the screen and select New Storeroom or click on the Dielete Storeroom
NEW button & Invertary

The Storeroom module will open in New mode as pictured below:

I ke rk: Werk Drdesr Syuem On The Wl - biberosali brbsrmes [ upla res . 'EE
fla [ Ve Fowis (ol fEp H=- &
I I = B
— |
- ErTroRERoaM MOoDuwLe
: g i = T ] Brooss B HELF
ey
Haids: ivead
FEEEEE EEETH
L Pty W Intwrat

» Enter a code and a description for the new storeroom into the applicable fields.

«  Click on the SAVE button | I to save the new storeroom.

You can now add inventory items to the new storeroom. Seeing adding inventory to
storerooms for more information on this feature.

9.1 Deleting Storerooms

To delete a storeroom:

» Click on the INVENTORY button to access the Inventory module.

« Click on the @ 2 FEraTIOME menu at the top of the
Inventory screen to display the drop down menu.

e Select Storeroom from the drop down menu.
* The Storeroom module will open in query mode.

» Perform a storeroom query to locate and open the applicable storeroom.

Inventory
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« Click onthe @ 2@ emaTiors menu screen and Delete | DPERATIONS

Storeroom from the drop down menu. Mewy Storeroom
Storeroom GQuery

Jelete Storeroom

A message box will open confirming you want to delete
the storeroom and all items in the storeroom.

Inventory

Microsoft Internet Explorer PS_<|

\?} Are wou sure you wank to delete this storeroom and all items in it?

Ik l [ Cancel

* Click on the OK button to delete the storeroom or the CANCEL button to cancel this action
and return to the storeroom record.

10.1 Adding Inventory to Storerooms

Inventory can be added to a storeroom from either the Inventory or the Storeroom module.

10.1.1. Adding Inventory to Storerooms in the Storeroom Module

To add an inventory item to a storeroom:

e Click on the INVENTORY button m to i

access the Inventory module. P ek RER

Freibinry e ey
[opicmin Bur
L] i D B
Click on the @ @ =maTioms menu at the top of the T

Inventory Screen to display the drop down menu. P R
Samith Specitalona
ek Feoqesded Bems

» Select Storeroom from the drop down menu. :‘_':_'f:“ﬂ'-““ﬂ

E@ When the Storeroom application is opened, the menu selections under Operations and Resources
change. To return to Inventory click on the OPERATIONS button and select Inventory from the
drop down menu.
»  The Storeroom module will open.

» Perform a storeroom query to locate and open the applicable storeroom.

Inventory
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« Click onthe @ RESOuUREES meny at the top of the screen |RESOURCES
to display the drop down menu.

Ao Invertory em

» Select Add Inventory Item from the drop down menu.
»  The Storeroom window will open.

e The Storeroom field is populated by the Web Work system.

» Enter an inventory item or click on the QUERY button 'ﬂ to select an item from the Web
Work database. If a manufacturer was entered when you created the inventory item, this
information will be populated on the storeroom screen.

e Enter an Aisle, Row and Bin number if applicable.

Tero Consulting provides services to assist with the setup and labeling of storerooms. Contact
our head office for more information on this service.

» Enter a Vendor or click on the QUERY button ﬂ;' to select a vendor from the Web Work
database. When you select a vendor the Vendor Part #, Last Price, Average Price, Quoted
Price, Purchase Unit, Conversion and Issue Unit fields will be populated with the information
entered when the inventory record was created.

* Enter the current Stock Level.

» Select the reorder method: EOQ or Min/Max

* Click on the SAVE button | _SAVE_ |to save the item to this Storeroom and return to the
Storeroom record.

10.1.2. Adding Inventory to Storerooms in the Inventory Module

To add an inventory item to a storeroom:

e Click on the INVENTORY button w to access the Inventory module.

*  When you enter the Inventory module you will be in query mode. If you have been working
in a different mode, click on the @ 2 FEraTio M menu at the top of the Inventory Screen
to display the drop down menu.

« Open an Inventory item. (see performing Inventory Queries for information how to open
inventory items already entered into the Web Work Order System)

« Click onthe @ RESOuUREES meny at the top of the screen to display the drop down menu.

Inventory
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e Select Add to Storeroom from the drop down

menu.

The Storeroom window will open as pictured below:

3 Imm Lome yEmy |LEA
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* The Item Number, Description, Vendor, Vendor Part#, Last Price, Average Price, Quoted
Price, Purchase Unit, Conversion and Issue Unit are populated based on the information you
entered on the Inventory record.

» Enter a storeroom or click on the QUERY button 'ﬂ to select a storeroom from the Web

Work

» Enter an Aisle, Row and Bin number if applicable.

database.

@ Tero Consulting provides services to assist with the setup and labeling of storerooms. Contact
our head office for more information on this service.

» Enter a Manufacturer or click on the QUERY button @ to select a manufacturer from the
Web Work database. If a manufacturer was entered when the inventory record was created
this field will be populated with this information.

e Enter an Account or click on the QUERY button 'ﬂ to select an account from the Web Work

datab

ase.

15-27
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» Enter the current Stock Level.

» Select the reorder method: EOQ or Min/Max

* Click on the SAVE button |*-5-‘E9"’-';- =4 to save the item to this Storeroom and return to the
Inventory screen.

[@ Items can be added to more than one storeroom by following the instructions above and
changing the storeroom information.

11.1 Editing Storeroom Information

Storeroom information can be edited in the Inventory or the Storeroom module.

11.1.1. Editing Storeroom information in the Storeroom module

To edit storeroom information:

-
« Click on the INVENTORY button : to P

access the Inventory module. P inenkoey R
Froiliny bardh ey
Depdicnls ke

. i C 4 [imimi= frn
Click on the @ 2 E==maTio M= menu at the top of the St L

Inventory Screen to display the drop down menu. P Rem
Samth Spacitelora
Crark Remqesded Beme

»  Select Storeroom from the drop down menu. I“'_':'_'f:*m"'c“'-:

E@ When the Storeroom application is opened, the menu selections under Operations and Resources
change. To return to Inventory click on the OPERATIONS button and select Inventory from the
drop down menu.
*  The Storeroom module will open.

» Perform a storeroom query to locate and open the applicable storeroom.

» Use the item filter to display the applicable inventory items in this storeroom.

Item Filter

ftem Mumber | f{

tem Description |

e Click on the item number or description to open the storeroom window.

Inventory
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» Edit information as required.

e Click on the SAVE button |_SAVE_ to save the updated information.

While in the Storeroom application, click on the OPERATIONS menu and select Inventory from
the drop down menu to return to the main section of the Inventory module.

11.1.2. Editing Storeroom information in the Inventory module

e Click on the INVENTORY button to access the Inventory module.

*  When you enter the Inventory module you will be in query mode. If you have been working
in a different mode, click on the @ @ ==raTiorE menu at the top of the Inventory Screen
to display the drop down menu.

e Open an Inventory item. (see performing Inventory Queries for information how to open
inventory items already entered into the Web Work Order System)

» Atable listing the storerooms where the item is located will be displayed.
»  Click on the applicable storeroom in the table.

e Edit Information as required.

» Click on the SAVE button |_SAVE_ to save the updated information.

12.1 Performing Storeroom Queries

e Click on the INVENTORY button to access the Inventory module.

« Click on the @ 2FEraTIoME menu at the top of the Inventory Screen to display the drop
down menu.

e Select Storeroom from the drop down menu.

e« The mode you are in is displayed at the bottom left hand OPERATIONS
side of the screen. (ie: query mode) The Storeroom Meswy Storeroom
module opens in query mode by default. If you have toreroom Query
been working in the Storeroom module and are in a BEEE SIEEEen
different mode, click on the @ 2 ErATIGME meny
and select Storeroom Query from the drop down menu.

Inventory

+  Enter selection criteria into the Storeroom or Description field and click on the LOOKUP
B

button to display a list of storerooms matching the criteria you selected.

e If you want to view all storerooms, click on the LOOKUP button
entering any information into the Storeroom or Description field.

Inventory
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« If you know the code for the storeroom, enter it into the Storeroom field and press the enter
key on your computer keyboard. This will open the storeroom in edit mode.

e To open any of the Storeroom records displayed in the table click the selection box on the
right hand side of the applicable record (s) in the table, and then click on the RETRIEVE

button at the bottom of the screen. The Storeroom record will appear on the
screen. If you selected multiple records, when you retrieve them an arrow will appear on the

bottom left hand side of the screen. Click on this arrow M&xt to move from one record to
the next.

13.1 Returning Inventory Items

If items have been expensed against a work order, item request or account and is unused and needs to be
returned, the Return Item Feature allows you to perform this task.

To return an item:

- - inverore —
* Click on the INVENTORY button {0 ACCESS  hawr imwmnbory Bam

the Inventory module. Inwnkory Leem Query

« Click on the @ 2FEraTIo NS menu at the top of the Inventory

Screen to display the drop down menu. osmmanray r——
Chisck R shed bens
Pl Fliuds! Peckis

e Select Return Item from the drop down menu.

Ismang
The Return Item screen will open as pictured below: Ehoranoon
e - L
S =T

Inventory
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« Click on the down arrow " to select Work Order, ltem Request or Account.

» Enter a work order, item request or account number or click on the QUERY button 'ﬂ to
select a work order, item request or account number from the Web Work database.

L
e Click on the FILTER button J to display a table showing the items which match the
criteria you entered.

» Click on the checkboxes beside the item you wish to return and enter the quantity into the
Return Qty field.

.m

|:| 47232002 hain Pressure Releaze Yalve

e Click on the RETURN button to return the items you selected.

« Alist of items returned will be displayed.

Feturned ltems

Storeroom
1

M=in PR

To continue returning items enter new selection criteria or click on the CLOSE button

1 to close the Return ltems window.

14.1 Where Used

To view a list of equipment and the accompanying location where an inventory item is used, use the Where
Used menu option.

To view where an inventory item is used:

» Click on the INVENTORY button m to access the Inventory module.

» Perform and inventory query to locate and open the inventory item of your choice.

* Click on the @ BESOUREES menu at the top of the SS;EUREES
Inventory Screen to display the drop down menu. Add Ta Stareroom
Specifications
» Select Where Used from the drop down menu.
“endars
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A screen similar to the one pictured below will open:
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e The table shows the Equipment, Equipment Description, Location, Location Description and Quantity
used for the item.

* Click on the PRINT button i | to print this information.

« Clickonthe @ menu and select Details from the drop down menu or click on the

| to return to the main screen for the inventory record.

CANCEL button |

E@ To change or add equipment where this inventory item is used you must do so in the Equipment
Module by updating the Parts list for the applicable piece of Equipment.

15.1 Checking Requested Items
Use the Check Requested Items feature to view a list of item requests entered into the Web Work system.

To check requested items:

e Click on the INVENTORY button to access the Inventory module.
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Click on the @ 2 =maTioMs menu at the top of the Inventory — oFERATIaNS

. Py Py Din
Screen to display the drop down menu. irecertors s oy
[EFT Ty
Caisin Barn

Select Check Requested Items from the drop down menu. T

Toarch Tpect oalion

The Requested Items screen as pictured below will open: Prini Facpast Picifin 1

[T

]

A Do sl Titke - Mcrasolt lmerse Explisnzr

Stk e Fluguisa

T T U - L
s B Fsphs sk i o1 _ﬁ _j
0= [ Printas ink 3 - | _ﬁ _j

If an item is in stock: click on the checkbox O beside the applicable item requests.

Enter a storeroom into the storeroom field or click on the QUERY button @ to select a
storeroom from the Web Work database.

Click on the RESERVE button a==l=ids

to reserve the items selected.
When an item is reserved it is added to a picklist and is ready for issuing. See Picklists and

Issuing further on in this manual for more information on these features.

If an item is not in stock, a new purchase order can be created to order the item or it can be
added to an existing purchase order.
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e Click on the UPDATE button in the Create PO column to create a purchase order for the
request. The New Purchase Order window will open.

B Hire Purchme rder - Bcomed lnlemal Explarar

Fivm Parcbase 0w

0 Ry WERA L

b L

B Cpen (e A (B T ﬂ.

e 'ﬁ- Frasghi

S T T Cormuling Lid. q Il Tes TS A ircemaior, q

dedcrara S Uil Bivi Addrany St 00 S Uindlaxd Bive
Crapuilioer, B0 Pt Iy, B0
i, 'w T F i, W 1A

Farme L

Talm [omie q'

e Complete the details for the purchase order and click on the SAVE button to
save the purchase order. For more information on purchase orders see the Purchasing
module chapter of this manual.

e Click on the UPDATE button in the Add to PO column to add the request to a current
purchase order. The Account Selection screen will open as pictured below:

B Bgwnd ke T BbradT bdereeed dnphioes

St b Pk Nidei

,
1
1
i
i

|
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e Select a vendor and then click on the FILTER button to view a list of open purchase orders

for the selected vendor.

«  Click on the RADIO button ' beside the applicable purchase order and then click on the
OK button. This will open the New POLlneItem screen. Update information accordingly

and then click on the SAVE button E

i, For more information on purchase orders

see the Purchasing module chapter of this manual.

e Click on the CLOSE button L

16.1 Printing Request Pick Lists

! to close the Requested Items screen.

A request picklist is the list of items requests that were reserved using the View Requested Items feature.

To print request picklists:

e Click on the INVENTORY button m to access the Inventory module.

« Click on the @ 2FEraTIo NS menu at the top of the Inventory

Screen to display the drop down menu.

» Select Check Requested Items from the drop down menu.

e The picklist will open in a new browser window as pictured below:
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» Click on File and select Print from the drop down menu to print the picklist.
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17.1 Issuing
The Web Work Issuing feature is used to issue materials reserved on a work order or item request.

OFERATIONS

o . Hara: ireeriry Bl
* Click on the INVENTORY button to [, -.T.f-_u.w

access the Inventory module.

*  Click on the @ B E==aTioM= menu at the top of the il
Inventory Screen to display the drop down menu. Chack Reguested Bang

Print Bepaecd Ficidiad

e Select Issuing from the drop down menu.
_'EJU\IEIODI’\I

The Issuing screen as pictured below will open:

= - %
Prien by e
Click on the FILTER

button to display a table
containing the criteria you
selected.

Click on the ISSUE button
to issue the selected
items or the CLOSE
button to close the

¥ b e Tt [iasuc ] cuosc Issuing screen.

* Click on the down arrow ™ to select Request or Work Order.

* Enter a Request or Work Order number or click on the QUERY button ﬂ;' to select a
request/work order from the Web Work database.

o
e Click on the FILTER button J to display a table showing the results that match the criteria
you selected.

» Enter the number of items you want to issue into the Qty to Issue field(s).

Line . Req |lssued oty To

Storeroom lgsue

1 |c-SB-5E7s Shelf bracket 4 by & ISSUED 4 2 B |:|
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» Click on the ISSUE button to issue the selected items. If you issued only a portion
of the requested amount, the Issued Qty field will be updated to display the number issued. If all
requested items were issued the applicable row will no longer appear in the table.

] ot et ,
» If the check box beside Print Shipment Ticket is checked, S SLE e a shipment

ticket will open in a new browser window. Click on File and select Print from the drop down
menu to print the shipment ticket.

* When you are done issuing items, click on the CLOSE button =
Issuing screen.

18.1 Printing Inventory Records
There are two ways to print Inventory Records. You can print an individual inventory record or multiple

Inventory records that you have selected and retrieved.

18.1.1. Printing Individual Inventory Records

To print only the inventory record that is open on the screen: -m” - e ,"‘
= ke
. | . El vl Pairicolt Frond Page
. Click on the PRINT button &= at the bottom right ;
hand side of the screen. i
Faga Jabap..
. The selected record will open in a new browser window. Frifi Praviea %
Sered
. Click on File and select Print from the drop down menu to Irgert el Expeet
proceed with printing. Fropesties

Wik Al

e =

18.1.2. Printing Multiple Inventory Records

To print a batch of inventory records:

« Perform an inventory query to open the desired inventory records. See Inventory Queries for
more information on performing inventory queries.

« Click on the @ 2rEraTio~® menu and choose Print Selected Items from the drop down
menu.

e The selected records will open in a new browser window.

» Click on File and select Print from the drop down menu to
proceed with printing.

Inventory
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19.1 Inventory — Reports

To access Inventory reports click on the @@ T2 =% menu and select
Reports from the drop down menu. Links

; Heport select Window - Bicrogolt Interned Exploner

Irveniory Aeports

BTAMNDARD CuBTOM

Inwentory Reorder
by Wik

ey bious And Redrus
Imvaninry kam Lisrg
Inwentory Reorder Rsport
Ineenbony Counl

iy Depasn

‘Etan prevhing raporfh arows Thet tha prebe satbn g s mechied T2 uf tha mpard ard
ik LRI [l b

L LOSE

Click on any of the Reports listed under Standard or Custom, to open them.

Only reports applicable to the Inventory module will be displayed. To view all reports, click on the

i REPORTS module button on the left hand side of the Web Work screen. For
more information about reports, see the Reports section of this manual.

19.1.1. Creating Inventory Reports

Reports cannot be created in the Inventory module. To create an inventory report click on the
REPORTS module button BRI {0 access the report writer and create the report.
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19.1.2. Printing Inventory Reports

Inventory reports can be printed from the Inventory module or from the Reports module.
To print a report in the Inventory module:
e Open the Inventory module.

«  Click on the %@ T==L® menu and select reports from the drop down menu.

» Select the report you wish to print by clicking on its title.
The report will open in Preview mode.

» Click on File and select Print from the drop down menu to print the report.

20.1 Links

When you are in the Inventory module and you select Links from the %@ T2 2t® menu, the Web
Work Create/Edit Links window will open as shown below. You can view existing links or create new
links using this feature.

B Linka A - W reall Inlarned Explacar ElﬁEl

Lrpaie Fdii“iew Links . | inks sggen m 3 new aindow

0 Drirgee covr  DeErgarosam
) L rdrty Lt ]

Vandearss Hedmas e s s
Fawimiia
Gl Coglainl Sabidy & HaWT
Fadin BT O

[“eor ] ~New ] crose

You can only view links, which have been setup to be accessible from this module or from all
[@ modules. Links set up in other modules with the accessibility set as only within that module will
not be shown.
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